1, Establishing Sn@-g Dates

Tne registry is not usual ly responsible for establishing suspenss
‘dates, Notiece of these dates will bo received or et up as indiocuted
below for the various types of items
2, Inceming Correspondence |
8¢ Prepare Fam 35-]1 in usual way for all correspondsnce.

be Leave suspense oopy (#6) sttached,

R - It cvmsponﬁtmc is in argwar to a suspanse ifiem, remove the sil)
from ‘fils and place in completed section, Crows off the relatad
entry on the wuny susperse liat,

‘de If a suspense date 1s to te .established en any such item, the fora
35=1 will be delivered to ihes registry so noted, (Moie it may be
attached to am outgoing reply to the originally controlled corres-

o = mepoRdnee whan further astisn is needed),

es In the .case of a letter t: ths Director which has been forwardaec
tor preparation of the reply by the DD/S, prepure rm 35-1 a-
ususl btut also date and file thes suspense copy(t calendar days) trum.
the date of receipt, Note u.e date on the weeltly suspense ITe: i,
as & follow-ap call may be macessary befere tho new listing is iyec.

3o Suﬁ ll«tiga and Dng Diary Items

& Upon receipt of tho mimites of the Staff mesting er the dally siary,

prepare & form 351 for ary item noted fer suspense, The nota’ion wi il
include the suspense cede.

b, Mumber ths 35-1 in the regalar series and discurd the extra copiss.

4. Specjial Kequests from “Suﬂ Meavars

Requests for establishing suspense dates will be received by ths
registry in writing, The request may be the return of the suspense
copy of a 35-1 for a pisce of sorrespondence being held by the staff
mamber or 1t may be & request involving an item no!l previously contrcller,
In tha latter case, prepare a fom 3L-lj rmumbar 1t in the regular <. .. ..
series; .file copy #6 ir the sispunse file; and discard the othar .c - ,
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‘4. Establish Tuesday Tioon as the cut-off and type a new weekly suspense

Cd
25X1A9a  ~ 11isv to be in Miss [N s office not later tnan 10 a.m, on

be In preparing the list, use a separate shest for each office and pro-
' vide an original and 2 cartens, .

‘6o Type the new 1ist in contrul ruamber sequense, copying from the previaous
week 1ist and then adding #xy new item sabsequently filed in the sas-
pense file,

de Forward the original and 1 carbon to Cole White, who will distrioute

the carbon to the assistan: director sand staff member, Hold the second

carbon until return of the original list and then destroy it.

6o Telephone follow-upe

s, Make telephons follow-wp cily en the basis of wpecial request axsept
for unanswered correspondsnse being prepared for the Director's sig-
nature., In these cases call the sction office ea the moving of the
dus date, (Such items are flagged for this follow-up by the manual
entry en the weekly suspenss list; see Parq2e.)s
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It doesn't appear that a form will be especially helpful
e . _for.the weekly suspense list. Spagest instead thet the first 1iqe
pe limited to the informaticn shom in the sample below. It

should always be in the same s=jusnce. The sumwary should
start on the second lipe. : _ '

(SAMPLE)

o  LOGISTICS OFFICE .
o SR e 11 July 56

. | 532-56 RBC: 2/16/56 uirt: 3/16/56 FROM: DD8
e e e e e e m.t for {infcramtion on status of p’TOJ’e‘

... 5335 REC: 2/20/55 DUE: 3/10/56 FROM: Engineerirg Inc.
Request for information re road construction for new
: building. ‘
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